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Item
No. Description Retention

General Correspondence

Subject; arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

Course Schedules and Syllabi

Lists of all courses offered by the department each
semester and an outline or brief statement of the
main point of text, lecture, and course of study for
each course offered by the department.

Screen annually. Destroy
material over three years
old which has no further
value. Materials which
illustrate policy proce-
dures and development of
the department and college
are to be transferred to
the history file for perma-
nent retention.

Retain for three years, then
destroy.

SchaduU Approved by Deportment,

Agency, or Division Representative

v Director of
/ Administrative
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AOENCT RECORDS IIVINTDHI

III?
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1. Department
STATE UNIVERSITIES AND COLLEGES

2* Diriaion
« ^.AROSTSURG STATE COLLEGE
3. Unit

CHEMISTRY

b* Record Series and Title: (Def. A froup of records filed as a unit, used as a unit, and which
aay be transferred or disposed of as a vnit.)

Deocriptioni (Oive a brief description of a typical folderj include content, purpose, and
form nane(s) and number(s).

General Correspondence - Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes, directives, studies, policies
and other miscellaneous papers relating to this office.

5.

6.

* •

Present Volume on
RATVIT1

Hand
5

Sstioated Accumulation
k

it-» 4rrr«n-tm-r-
(No. of f i le

dearly)

•h»»t. tn-r
drawers) 7* Audit Requirements

State CZZ
federal /-"•/ rlnternal CJ
Independent 1

External GT
i. Sstiaated AcUrlty per J l l e Craven (Aetiritr Oaide- HIGH (n»ed daily)j MEDIIW (once/twice

K>nthly)| LOW (less than onoe Monthly), )
Current Tear (BjH I
After 1. I r , H <̂ T) L After what year does a c t i r l t j become LOW 2 years

9. Could Record Series be
Records Center.

ISS

stored in the State

U-* Inventory prepared by

10* Reooimended Retention! Screen annually.
Destroy material over 3 years old which has no
further value. Materials which illustrate
policy, procedures and development of the
department arid college are to be transferred to
the history file for permanent retention.

Wendy Murphy Dates 1/15/87
(Print )

Telephone ftaaberi fiftQ~A?Q-ft
DGS-550-4 1/81
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AOWCT RKDRDS JJTOTOKI Page No.
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1» Department
STATE UNIVERSITIES AND COLLEGES

2. Division

W t R 0 S T B U R G STATE COLLEGE

CHEMISTRY

k* Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Description: (Oive a brief description of a typical folderj include content, purpose, and
form name(s) and number(s).

Course Schedules and Syllabi - Lists of all courses offered by the department each
semester and an outline or brief statement of the main points of text, lecture, and
course of study for each course offered by the department.

f>Intj»« TTa* • I « M M « > 4n*>nt/M« a k u « #«— **/»Vi Rar»n*i4 K»r4*ft>

5. Present Volume on Hand (No. of f i l e drawers)
6

6. Katiaated Accumulation (Tearly)

7. Audit Raqui:
State
federal £ZL
Independent

rlntemal

»rnal
o. Xstiaated Actiritgr per f i l e Srawsri (AcUritr Ooide- HI OH (used daily)) MEDIUM (once/twice

,^ K>nthl7)| LOW (less than once aonth^r). )
Curr«it Tear (JUJL L
After 1. Ir f H(flT)l After what j t r does activity become XOW 3 years

>. Could Record Series be stored in the State
Records Center.

ISS /"~7 K) /"*7

^bern

10. Reoonmended Retention: Retain for three
years, then destroy.

*J-« Inventory prepared by Wendy Murphy

Telephone Ambers

Datet 1/15/87

(Print Maae)
689-4298

DGS-550-4 1/81
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